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Click Solicitations on the Menu of the Welcome page to open the Solicitations page. The Menu will
display the following choices:

?? Create Solicitation  Click to select the type of new solicitation to create.

?? Open Solicitation Click to select a Solicitation to be opened. Refer to Editing a Solicitation.

?? Return to Home This option closes the current screen and returns you to the Welcome page.

NOTES:
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To create a solicitation click Create Solicitation on the Menu. The Create Solicitation Options page will
display giving you the following choices:

?? New Creates an entirely new solicitation. The Create New Solicitation page will
display.

?? From Requisition Opens a Create Solicitation from Requisition page where available requisitions
may be viewed and selected by line item or as a whole.

?? Duplicate Existing  Opens the Solicitation Selection page where available solicitations may be
Solicitation viewed and selected. This option is used when pulling data from a similar
solicitation. Refer to Duplicating a Solicitation.

Click the option button desired, and then click Submit to continue or Cancel to return to the Welcome
page.

If you have selected From Requisition and make a selection, or New, the Create New Solicitation page will
display. From that point, the procedure for either option is the same.

NOTES:
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Creating a Solicitation from a Requisition
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To create a solicitation from a requisition, select From Requisition on the Create Solicitation Options page.
You can search for a specific requisition by entering its requisition number, the requisitioner, buyer, or site
in the appropriate field. You can further refine your search by searching between certain dates. Once the

information you desire to use has been entered, click Display.

All valid documents available in PRISM will appear, with the following hyperlinks.

?? AllLI Click Y to add all line items in the selected requisition to the contract.

?? Select LI Click Y to display all line items in the selected document in the Line Item
Selection section at the bottom of the page. Select the checkbox to the left of

the desired items and click Create to create the solicitation.

?? No LI Click Y to associate the document with the selected requisition without actually

pulling any line items forward.

?? View LI Click Y to view the line items in the Line Item Selection section. Select LI must

then be selected to actually select any of the items viewed.

If you have selected New, or From Requisition and make a selection, the Create New Solicitation page will

display.

NOTES:
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What you see on this page is dependent on your agency setup. PRISM can be set up in four ways.

1. Mandatory System Generated Numbering - Agencies can require a system-generated number. If this
is true, only the System Generated checkbox will display and you must select a Mask from the drop-
down list. A mask is a format that helps PRISM identify the document types available and allows
autonumbering. Your System Administrator sets up masks.

2. Mandatory-Manual Numbering - Agencies can require a manual number. If this is true, only the
Manual Entry field will display. You must type in a number.

3. Optional Numbering - Agencies can allow both options. In this case, PRISM defaults with the System
Generated checkbox selected. If a manual number is desired, you must select Manual Entry and type
the number in the Manual Entry field.

4, Auto Numbering — PRISM will automatically number the document. The numbering box will never be
seen.

Once the information has been entered, click Create to create the new solicitation or Cancel to return to
the Welcome page.

NOTES:
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The Solicitation Information page will now open. It is comprised of two sections, the Solicitation
Information section and the General Information section.

The Solicitation Information section displays basic information about the current document. The
information is system generated based on information entered in other sections. It cannot be edited here.
This section includes the following information and remains constant for all selections on the Menu.

?? Solicitation Displays the assigned solicitation number.
Number
?? Status The document status is determined by where the document is in the creation
and approval process. Refer to Status History for a complete discussion of
status.

?? Number of Items Displays the number of line items included in this solicitation.
?? Version There can be multiple versions of a document. A designation of Base indicates

that this is the original document. If amendments have been created, then the
amendment number would appear.

NOTES:
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Click Submit
to save
yvour data.

Solicitation Information

Solicitation Mumber: BRF-S0L-2
Wersion: BASE

Mumber of ltems: 1
Total Amount: DMS.000,00

Status: In Progress
Stage: Solicitation
Met View: Off

General Information

Requisition #: I 1z E[

Date lszued: I il <’;
Type of Selicitation: | & |
Solicitation Procedure: I_ _ﬁ
Anticipated Type of Cortract: | E
bomPas: | |
Depositon: _:
NAICS Code: I E ;ﬂ
Buyer. [BETTY 18
Admin Office: I m SQ]
lssuing Office; I 1 % a
Primary Product’Sernice: | ] "qrz

?? Stage

?? Total Amount

?? Net View

NOTES:

This will display where the document is in the procurement process. Examples
of stages include requisition, solicitation, award, closed, etc.

Displays the total amount of the solicitation.

If more than one version of the document exists, PRISM can combine the
results and offer a Net View. This means that if Net View is turned on, the
Number of Items and the Total Amount fields will be based on all versions of the
document. If Net View is turned off, only the data related to the current open
version will be displayed. Net View can be turned on or off by clicking Net View
on the General page. If there are not multiple versions of the document, the Net
View button will not be displayed and the setting will be Off.

COMPUSEARCH — PRISM User Workbook



SOLICITATIONS 7

3

1 save

%h_

ek s |

worur dafa,

Scidbalion Mumbsr;, BAF-Z0LT Startun: In Froge e Fumber af Hame 1
Wemine: BASE Blags: Gelication Tatal Amcand D 00000
Had Wigms O

Ragaadiam e |12
Dol lorueed: \:
T of GolicHabicn: ﬁ

Sobeilaion Frocdua: | =

Arficiparied Tros of Ecriract: | |

pooFas ||

T ot e
NAIES Code: || ﬂ
B —

sommowes [ | [
wungone: [ | i [

Priman Produskiendes: [ |

The General Information section displays information that can be edited, either by direct entry or by
selection from drop-down lists.

The General Section contains the following fields. Enter missing information, or correct information
brought forward.

??

??

”?

??

??

??

Requisition #

Date Issued

Type of
Solicitation

Solicitation
Procedure

Anticipated Type
of Contract

DO/DPAS

NOTES:

If this was created as a new solicitation, PRISM will display None. If created
from a requisition, the requisition number would appear.

Enter the date the solicitation is released to vendors or click the calendar icon
and select the appropriate date.

Enter or select the type of request being made from the drop-down list. This is a
required field.

Enter or select whether the solicitation will be competed or nor, and if not, what
type of procedure will be done, from the drop-down list.

Enter or select the type of contract the agency anticipates using once the award
has been made from the drop-down list.

Enter any priority number for use with the current national defense
requirements, and if necessary, in time of national emergency.

COMPUSEARCH — PRISM User Workbook
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Depository

NAICS Code

Buyer

Admin Office

Issuing Office

Primary Product/
Service

NOTES:

Enter this information, or click the lookup button to display the available
locations where bids should be dropped off by the vendor. The System
Administrator maintains this list.

Enter the North American Industry Classification System (NAICS) code or click
the lookup button to make a selection.

Enter the User ID for the designated Buyer or click the lookup button and select
from the list provided.

Enter the code of the office responsible for the administration of the solicitation
or click the lookup button and select from the list provided. Click Edit to make
changes to the address information. These changes will only affect this
document and will not change the PRISM database.

Enter the code of the office issuing the solicitation or click the lookup button and
select from the list provided. Click Edit to make changes to the address
information. These changes will only affect this document and will not change
the PRISM database.

Enter the code for the principle product/service being ordered, or click the

lookup button and select from the list provided. Product/Service codes are the
four character codes used to report to the Federal Procurement Data System
(FPDS). PRISM is delivered with a database of current FPDS product codes.

COMPUSEARCH — PRISM User Workbook
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The Bids Due section determines the date when bids are to be submitted to the agency. Enter information
in the following fields:

?? Date Enter the date bids must be submitted or click the calendar icon and select the
appropriate date.

?? Time Enter the cutoff time when the bids must be submitted.

?? Time Zone Enter the time zone for when the bids must be submitted or click the lookup
button and select the appropriate zone.

?? Copies Enter the number of copies of the bid that must be submitted.

NOTES:
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The Synopsis section determines the Commerce Daily (CBD) or Electronic Posting System (EPS)/Fed Biz
Opps actions.

?? Synopsized Select this checkbox if the action was published in the CBD or Fed Biz Opps
(FPS) when released.

?? Date Enter the date the contract action was synopsized or click the calendar button
and select the appropriate date.

?? Transmitted Date Enter the date the action was sent to the CBD to be published or click the
calendar button and select the appropriate date.

?? Published Date Enter the date the contract action was published by the CBD or click the
calendar button and select the appropriate date.
?? Reason Not If the contract action is not synopsized select the reason why it was not sent to
Synopsized the CBD or Fed Biz Opps (FPS) from the drop-down list.

Click Submit to save your changes or Cancel to return to the original document.

NOTES:
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After a Solicitation has been created or opened, the above Solicitation page will open. It contains a Menu,
Solicitation Information section, and a Summary or List section that changes according to the selection
made on the Menu.

The General Summary page corresponds to the General Summary page displayed when creating a New
Solicitation and also contains Edit buttons that can be used to edit most items. Differences in information
listed here from that in the Creating a New Solicitation section above are as follows:

The General section contains the following system generated items:
?? Number of Vendors  This field will automatically fill with the total number of vendors that are on the
Solicited vendors list. This item cannot be edited here, but must be changed from the
Vendor/Bidders List option on the Menu.
?? Number of Vendors  Will automatically fill with the total number of vendors that responded to the
Responded solicitation. This item cannot be edited here, but must be changed from the
Vendor/Responses option on the Menu.

The Edit button at the top of the General section allows all other items displayed in this section and in the
Bids Due, and Synopsis sections to be edited.

NOTE: Depending on your agency setup, additional fields can display. Contact your System Administrator
for definition of these fields.

NOTES:

COMPUSEARCH — PRISM User Workbook
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Additional Information

A new section, Additional Info is available either by selecting Additional Info under General on the Menu or
scrolling down the page. It may contain the following fields:

?? Site Defaults with the site the originator is assigned to, can be edited if necessary.
Enter the site code or select from the drop-down list.

Click Submit to continue.

NOTE: Depending on your agency setup, additional fields can appear under Additional Information.
Contact your System Administrator for definition of these fields.

NOTES:
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Text

Another new section, Text, is available either by selecting Text under General on the Menu or by scrolling

down the page.

?? Description

It includes the following items:

This item does not print on any form. Click Edit to add or change information.

?? Header Text Click Edit to add or change information. This will print as a header on the form.

?? Footer Text

?? Notes

When selecting Edit for any of the four choices above, the page displayed will contain a Statements
lookup button that will display standard choices for the item. A listed option may be selected, or original

text may be add

Click Edit to add or change information. Notes do not print on forms.

ed in the box provided.

Click Submit to save your data, or Cancel to return to the General Summary page.

NOTES:

Click Edit to add or change information. This will print as a footer on the form.
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The Items page is comprised of two sections, the Solicitation Information section discussed above, and
the Items section that lists all line items that were selected when the solicitation was created, edited or
amended. The following column headings appear:

?? Select A blue box with an arrow indicates the item selected. Click on this box to select
an item for editing.
?? Item Number Click on this hyperlink to select an item.

?? Description

?? Opt.

NOTES:

A description of the item. This description will print on the requisition, award,
and solicitation forms next to the line item number.

Indicates whether the item/service will be exercised in future fiscal years. If not,
it will be blank.

COMPUSEARCH — PRISM User Workbook



SOLICITATIONS 15

Solicitation

Change Status

tation Information

General

I:, ltems | Salicitation Mumber: BPDE2004 Status: In Progress Mumber of [tems: 1
Supporting Loes Yersion: BASE Stage: Solicitation Total Amount: H0.00
Farm Infa Met View: Off
Synopsis tems
Vandaor Select hem Number Description Opt. Status Cuartity  Armount  Yersion
Validations “ 1 Item Active u] F0.00 BASE

Route Histony
Status History
Motifications
Cwniers hip
Mavigator

Return to Home

?? Status

?? Quantity

?? Amount

?? Version

NOTES:

This is the current status of the line item. To change the status of a line item,
select it and then click Change Status. Status designations include:

Item Active: Indicates that item is available for further procurement action.

Item Inactive: Indicates that the item is removed from further procurement
action. Does not affect funds commitment or encumbrance.

Canceled: Decommits or unencumbers funds associated with the line item
and prevents further procurement action.

The quantity of that item.
The total dollar amount for that item.
There can be multiple versions of a document. A designation of Base indicates

that this is the original document. If amendments have been created, then the
amendment number would appear.
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Adding a Line Item

Click Add to add line items to the solicitation. The page that opens includes the following options:

?? New

?? From Requisition

?? Duplicate Existing
Solicitation

NOTES:

Creates an entirely new item. The Item General page will display.

Opens a Create Solicitation from Requisition page where available requisitions
may be viewed and selected by line item or as a whole. After making a
selection the Item General page will display. Refer to Selection Lists section of
the Introduction module for a further discussion of selecting a document.

Opens the Solicitation Selection page where available solicitations may be
viewed and selected After making a selection the Item General page will
display. Refer to Duplicating a Solicitation.
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After the item is created the Items General page will display. The following fields appear on the Items
General page:

??

?

??

??

Item Number

Sub Item Number

Sequence for Sub

Number

Requisition #

NOTES:

Displays an automatically generated sequential number that may be edited.
This field is required.

A sub item number can be entered as needed.

The sequence for the sub number can be entered as needed. If a sub humber
is entered, the sequence number must be greater than 0.

This field is used to list the requisitions that are associated with this solicitation.
The associated requisition can be changed by clicking the lookup button to
display the Requisition Selection page where a requisition, or a line item from a
requisition may be selected. Click Submit to select or Cancel to return to the
Items General page. If no requisition is selected, the display will show (None).
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?? User Prod/Serv

?? Product/Service

?? Description

NOTES:

Enter the User Prod/Serv Code or click the lookup button to display the User
Prod/Serv Code Selection page. This code is agency specific. Click the item
hyperlink or enter your criteria in the Search section and click Display to make a
selection, or Cancel to return to the Items General page. If a selection is made
here and information has been set up for the Product/Service Code, the
Product/Service information on the next line will display, but can still be edited.

Displays the code used to identify the service/product being ordered.
Product/Service codes are the four character codes used to report to the
Federal Procurement Data System (FPDS). PRISM is delivered with a database
of current FPDS product codes. Enter the code or click the lookup button to
display the Product/Service Code Selection page. Select a code or click Cancel
to return to the Items General page.

Enter a description of the line item. This description will print on the requisition,
award, and solicitation forms next to the line item number.
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?? Qualifier

?? Unit of Issue

?? Quantity

?? Est. Unit Price

?? Est. Amount

NOTES:

o
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Select from the drop-down list to indicate the way the line item is being ordered.
By Quantity is the desired number of items, usually goods, being ordered. If this
option is selected, the Unit, Quantity, and Est. Unit Price fields must be filled in.
By Dollars will base the solicitation on the desired dollar amount, usually
services, to spend. If this option is selected the Est. Amount field must be filled
in.

Enter the Unit of Issue or click the lookup button to display the Unit of Issue

Selection page. Click the hyperlink beside the code desired or click Cancel to
return to the Items General page.

Enter the quantity being ordered. This field must be completed for a By Quantity
item.

Enter the estimated unit price of the item being added. This field must be
completed for a By Quantity item.

Enter the estimated amount of the cost of this item. Required for a By Dollars
item.
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?? Ll Type

?? Priority

?? Calculate by %

?? GFP

?? Period of
Performance

NOTES:
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Select Travel, Material, Labor, Freight or Unspecified from the drop-down list.
Select from the drop-down list. This list is agency maintained.

If checked, the cost of the item will assigned to the specified Accounting Codes

by percentage when spread across multiple accounting codes. Otherwise it will
calculate by dollar amount or quantity.

Select the GFP checkbox to label an item as Government Furnished Property. If
selected, the value of that item will not be obligated or encumbered at the time
of the award.

Enter the beginning and ending dates of the Period of Performance, of click the
calendar button and select the dates.
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?? Bid Sample
Quantity

?? FOB

?? Origin City

?? Origin State

Click Swbmit

Four data
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Enter the number of items ordered as bid samples.

Select Unknown, Destination or Origin from the drop-down list. Free/Freight On
Board (FOB) information indicates whether the vendor or agency is responsible

for shipping costs. Destination indicates the originator pays the cost. Origin
indicates the recipient pays the costs. If the FOB is Origin, the City and State

fields below are required.

If FOB Origin is selected, enter the city from where the items are being shipped.

If FOB Origin is selected, enter the state from where the items are being
shipped.

When the above data has been completed, click Submit to save your data, or Cancel to return to the Item
Summary page without saving your data.

NOTE: Depending upon your agency'’s setup, additional fields may be displayed. Contact your system

Administrator for information concerning these fields.

NOTES:
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The Item Summary page will now display. This page is divided into four sections. Each section displays
the information entered previously and may be edited by clicking the Edit button at the top of the section.
Each section may be reached by clicking the section name on the Menu or scrolling down the page.

?? General Displays information entered on the Items General page. Refer to the above
listing on the Item General page. Click Edit to return to the Items General page
for editing.

NOTES:
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Click S5ubmit
to save
yvour data

Solicitation Information
Solicitation Number: BRF-50L1 Statusz: In Progress Number of ltems: 2

Warzion: BASE Stage: Solicitation Total Amount: $1,245.00
MNet Wiews  Off

Additional Info

Accountable Property: IZ

Additional Information
Click Edit to display the Ad

?? Accountable
Property

ditional Info page. The following fields may display:

If your agency has an interface with an external property tracking program, this
checkbox is used to mark the line item for export to that program. PRISM
defaults with the checkbox selected. If you do not have an interface, the
checkbox has no effect but may be used for reporting purposes.

NOTE: Depending on your agency setup, additional fields may display. Contact your System Administrator
for definition of these fields.

NOTES:
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Ship To/Accounting

This section lists the shipping and accounting information entered for this item. Add, Edit, Delete, and
Acctg. buttons appear at the top of the section.

To edit existing information, select the option button beside the desired location and click Edit.

To delete delivery locations, select the option button and click Delete. A confirmation page will appear.

NOTES:
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3

Click Submit
o save
your data

Solicitation Number: BRF-50L-1 Cescription:  (Mone) Quantity: 0

Unit Price: $0.00
YWarsian: BASE Amount: FO.00

urting Detsil

ShipTo

Ship T°5| :@@ MarkFor:l @@
Cuantity: I_ o _' Amount: E

Delivery Date: l—_' \("’} OR # DaysAfterAward:I—_i

Accounting @

To add delivery information and accounting data, click Add in the Ship To/Accounting section of the Item

Summary page. The Delivery Location/Accounting Detail page will display. The following fields are
included in the Ship To section of the page:

22 Ship To

?? Mark For

NOTES:

Displays the code used to identify the address where the service/products are
to be delivered. The lookup button displays a listing from the PRISM database.
Click Edit to make changes to the Ship To information. Changes will only affect
this solicitation and will not change the PRISM database.

Displays the code used to identify the ultimate location where the
service/products should be delivered once they have been received at the Ship
To location. Click Edit to make changes to the Mark For information. Changes
will only affect this solicitation and will not change the PRISM database.
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=tion Infor mation
Solicitation Number: BRF-50L-1 Cescription:  (Mone) Quantity: 0
Unit Price: $0.00
1; YWarsian: BASE Amount: FO.00
Click Submit o wurting Detzil
o save .
your data Ship To 2
Ship To:l @Maﬂ(hr:l @@
Delivery Date: I | \("’} O # DaysAfterAward:I |
Accounting
?? Quantity Displays the quantity entered when the line item was created. This field can be
edited.
??  Amount

?? Delivery Date/
Days After Award

NOTES:

System generated field based on item cost and quantity entered. If this is a “by
dollar” line item this field can be edited. If this is a “quantity” line item this field
cannot be edited.

Displays the date the product/services are due for delivery. Enter a specific date
in the Delivery Date field or the number of Days After Award.
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Click Submit
o save
yvour data.

Solicitation Infor rmation
Solicitation Mumber: BRF-30L1 Ship To Code: Quantity: 0

Amount: F0.00
Wersion: BASE

rting Irfor mation Detail

Accounting Information:

Accounting Code: I

Percent: I'mpé
Quantity: IIj |

Amount: |00 |

Subject to Awailability of funds: D

Fayment Office: I l

Click Add to open the Accounting Information Detail page. The following fields are displayed:

?? Accounti

?? Percent

?? Quantity

?? Amount

NOTES:

ng Code

Click the lookup button to select an Accounting Code.

Enter a percentage of the dollar amount of the item that is being assigned to the
current accounting code. This percentage will display in the Percent column
above this field.

System generated based on original line item creation. If Calculate by %is not
checked on the Item General page, user can enter data.

System generated based on quantity. This item can be edited if line item is “by
dollar”.
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tion Information
Solicitation Number: BRF-S0L-1 Ship To Code: Quantity: 0

Amount: F0.00
17 Werzion: BASE

Click Submit o ting Information Detail
o save
vour data.

Accounting Information:

Accounting Code: I

Quantity: ID |

Amount: |00 |

Subject to Awailability of funds: D

Fayment Office: I |

?? Subjectto

Select this checkbox if the agency does not currently have the funding for the

Availability of amount assigned to the accounting string. If selected, the value of this item will

Funds

not obligate or encumber funds at the time of the award. This may be changed
later on the award or by an amendment.

?? Payment Office Displays the code used to identify the location where payment will be made.

NOTES:

The lookup button displays a list of available locations. This information may be
edited for this solicitation.
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Solicitation Infor rmation
Solicitation Mumber: BRF-30L1 Ship To Code: Quantity: 0
Amount: F0.00
17 Wersion: BASE

Click Submit ; riting Infor mation Detail
to save
yvour data.

Accounting Information:

Accounting Code: I

Percent: I'mpé
Quantity: IIj |

Amount: |00 |

Subject to Awailability of funds: D

Fayment Office: I l

Up to thirty additional accounting fields may be displayed. The titles of the additional fields are determined
by your agency, as is the information required for each field. Contact your System Administrator for
details on these fields.

When all Accounting Information has been completed, click Calculate to calculate the amount field. Click
Submit to save your data, or Cancel to return to the Delivery Location/Accounting Detail page.

When all information for shipping and accounting has been completed, click Submit to save or Cancel to
return to the Item Summary page without saving your data.

NOTES:
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Click Text to display the Text section that includes the following fields. Each field has an Edit button that
will allow text to be entered or edited.

?? Header Text
?? Footer Text

?? Notes

?? Inspection Text

Enter text that is to print before the line item description.
Enter text that is to print following the line item description.

Enter any notes about the line item. These are similar to Post-it notes and will
not print on any form.

Enter text about this line item that will be carried forward and viewed at the time
of receiving.

In each field above, click Submit to save text and Cancel to not save and return to the Item Summary

page.

When all items have been entered, click Return on the Menu to return to the Items page.

NOTES:
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Vendor
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Click Vendor/Bidders List to display the General Information page listing the solicited vendors. The
columns displayed include:

?? Select A gold arrow in a blue box indicates the selected bidder.
?? Code A system generated bidder number. When underlined, this is a hyperlink to this
bidder.
?? Name Displays the name of the bidder.
?? Contact Displays the name of the contact at the bidder company.
?? Phone Displays the phone number of the above contact.
NOTES:
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?? TOB Displays a code number indicating the type of business for the vendor (i.e.

manufacturer etc.).

?? Location Displays any optional criteria the vendor may be required to meet.

?? Solicited Displays the date the solicitation was issued to this vendor.

?? Last Received Displays the last date a response was received from the bidder.
NOTES:

COMPUSEARCH — PRISM User Workbook



SOLICITATIONS 33

1 = han
™ Guggen
Chick Conlinue = F—
Ee procesd,
Cibiria Careal I

Adding a Vendor to the Bidders List

If a vendor is not displayed, a vendor can be added to the vendor list by clicking Add to open the Add
Vendor Options page. The options given are as follows:

?? Permanent Provides a means to search the Prism database for existing vendors. Click to
open the Vendor Selection page. Select from the hyperlink in the Code column
of the desired vendor or search by other criteria and click Display.

?? New Click to open the Temporary Bidder page. Refer to Add a Temporary Vendor.

?? Suggest Click to open the Vendor Selection page. Those vendors suggested on the
associated requisition, if any, will display. Select a vendor using the hyperlink
on the left.

?? Rotate Refer to Vendor Rotation.

Click the option button for your selection, the click Continue to continue or Cancel to return to the Bidders
List page.

NOTES:
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Vendor Rotation

After all information has been entered on the solicitation, the vendors can be rotated and/or a vendor list
can be created. Vendor rotation will search for all vendors in the PRISM database that meet the specified
search criteria.

Click Add and select Rotate to open the Vendor Rotation For Solicitation page. This page displays the
specified criteria the vendor must meet to be considered for the solicitation. The fields are as follows:

?? Vendor Type: These option buttons determine the vendor type. If Preference is selected,
?? Unrestricted/ three check boxes will be available, and one or more of the checkboxes must
Preference be selected.
?? Other Criteria: A primary product code must be selected. Choose from the list provided by
?? Primary Product the System Administrator or click the lookup button to select from the
Code complete listing of codes.
?? Geographic An optional criterion the vendor may be required to meet. Normally used for a
Location service the vendor is delivering, such as a catering service.
?? EDI Vendors If selected, requires that the vendors must be EDI participants.
Only

Once the criteria for the rotation has been entered, click Rotate. All vendors that meet the requirements

and are not already on the vendor list will be displayed. Select the vendor you want to add and click
Select.

NOTES:
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Termporary Bidder
Vendor
x Narme: I
Cortact Narme: I
Click Submit
o save Code: TOOODOOO02S
your data. rass: I
[
[
City: I
State: I |
Zip: I |
Courtdry: I |
Phone: I
TIN: I
DUKNS Nurmnber: I
CAGE Number: I |

Adding a (New) Temporary Vendor

Select the New option button to add a temporary vender. The Temporary Bidder page will display. This
page is divided into two sections, Vendor, and EDI. The fields displayed are as follows:

The fields in the Vendor section are:

?? Name Used to identify the vendor company.
?? Contact Name Name of the primary vendor contact.
?? Code A system generated temporary bidder number.
?? Address/City/ The business address for the temporary bidder.

State/Zip/County

?? Phone The phone number of the person who should be contacted with questions or
concerns.

NOTES:
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[o save

Click Submit

vour data. Address

Termporary Bidder

Vendor

Name:[

Cortact Narme: I

Code: TOOODOOO02S

2
i
[
city: |
state: [
ae [ ]
el ]
Phone: |
m ]
OUNS Number: ||
CAGE Mumber: | |

?? TIN

?? DUNS Number

?? CAGE Number

NOTES:

Tax Identification Number used when taxes are reported.
Dun and Bradstreet Information Services number assigned to the vendor.

Commercial and Government Entity number used by DoD agencies.
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The following fields appear in the EDI section:

?? EDI

?? Contact
Name/Phone

?? ISA

?? ISA Qualifier

?? GS

?? Default Map
Version

NOTES:

If the vendor is an EDI participant, select the EDI checkbox and the following
fields become available.

Name and phone number of the person to be contacted for EDI questions.

The EDI address used for routing EDI transactions.

Determines the format of the Interchange Segment Address (ISA) field. Select
from the drop-down list.

The EDI address used for routing EDI transactions.

Select from the drop-down list.
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?? VAN The Value Added Network (VAN) used by the vendor to receive EDI

transactions.

?? EDI 838 Reference  System generated number of the 838 (vendor profile) transaction.

Number
?? EDI 838 Code System generated number of the 838 (vendor profile) transaction for the
vendor.
?? TPIN The Trading Partner’s Identification Number (TPIN) administered by the central
contract agency.
?? Notes A text box for entering general notes or comments.

Complete the requested data, and then click Submit to add this bidder or Cancel to return to the General
Information page.

NOTES:
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Issuing a Solicitation via EDI

To issue a released solicitation via EDI, click Vendor and then click EDI on the toolbar. The Send
Document to the EDI page will display. The information in this window determines which EDI vendors will
receive the solicitation. This will affect what is displayed in the Available Vendors section:

?? Send to Public?

?? All EDI

?? Previously Sent

?? From Solicitation

NOTES:

If selected, all EDI vendors, whether they are in the PRISM database or not, will
have access to the solicitation when it is posted on the Value Added Network

(VAN).

If selected only the EDI vendors in the PRISM database will appear in the
Available Vendors section.

Select to see a list of vendors the solicitation has already been sent to.

Select to display the vendors that were added to the solicitation bidders list.
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Once the vendors are displayed in the Available Vendors section, select the vendors desired and click
Add to transfer them to the Selected Vendors section. To remove vendors from the Selected section
select the vendor and click Remove. When the list is finalized, click Send. Validations will then be
performed on the solicitation and an error and warning report will display. If there are no errors or
warnings the message will read “No Errors Found. Document Was Successfully Sent.”

After a solicitation has been released, a vendor can still be added to the vendor list. From the

Vendor/Bidders List page add the vendor to the list following the initial distribution and then select the
vendor and click Issue. The date for the solicitation for that vendor will be displayed on the vendor list.

NOTES:
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Supporting Docs

on Imformation

SOIIF-I!?-“EH Solicitation Mumber: BP D004 Status: In Progress Humber of ltams: 1
Genaral Wersion: BASE Stage: Solicitation Total Amount: F0.00
Items MNet YWiew:  Off

I:. Supporting Docs I
Earidite Supporting Documents
Currency Attachments
Synopsis Select Subject Reg'd Appr'd Aftschment # Locked File NMamelException “ersion
Wendar

Supporting Documents
Walidations
Froute History Select Subject Reg'd Appr'd Locked File HamelException “ersion
Status Histony
Motifications
Ownership
Mavigatar

Feturn to Home

Click Supporting Docs to display a list of all attachments and supporting documents. Supporting
documents included in this section are non-PRISM files that are associated with the current document.
They include documents such as a statement of work, blueprints, spreadsheets, etc. These documents
are usually attached to help revi ewers and approvers understand the request. Refer to the Inbox,
Preferences, and Documents Module for further information.

Refer to Reference — Toolbars by Menu Options for a complete list of available toolbar options.

NOTES:
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Form Info

SoicHetn Solicitation Mumber: BFDO2004 Status: In Progress Mumber of fems: 1
General Wargion: BASE Stage: Solicitation Total Amount: F0.00
Items Met Wiew:  Dff
Supporing Cocs

I: Farm Infa |
Curreney SF-18
Synopsis Additionzl Pages: [Hone)
“Wendor
walidations Thi= RFQ is not 3 small business et aside.

Route Histone
E. Delivery: Other (See Schedule)

If City and State information should be printed on
Motifications the form, enter it in the Header Text sectian.

Ownership

Status History

Mawigatar

Return to Home

Click Form Info to select or edit a form to be printed. In this section, you can select the agency form
you'd like to use for the solicitation and complete any additional fields that may be required. Once a form
has been selected, only that form will display when you print. If you want to change forms, you must
return here.

Refer to the Forms module for information about filling out the forms.

Depending upon the document status and your access rights, the blue toolbar may include:

?? Edit Click to make changes to the information on the form.

?? View Form Displays the data on the actual form. The document can also be printed from
this area. This option requires that Adobe Acrobat Reader is installed on your
hard drive. Acrobat reader is available free from www.adobe.com. If you have

guestions about whether it is installed or how to install it, see your System
Administrator.

NOTES:
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Currency

Set Curency

icitation Information

Solicitation
— Solicitation Humber: BF 22004 Status: In Progress Mumber of Hems: 1

General Warsion: BASE Stage: Solicitation Total Amount: F0.00
ltems= Met Wiew: Off

Supporting Locs

Currency

Form Info
I:; Currency I Ea=se Currency: USD - US Dollar Print Base in Schedule:  Hao
Svynopsis X
Prirt Currency:  USD - US Dallar
Wendor

Walidations
Exchange Rates

Foute Histony
|Se|ect |C0de | Marms |Exchange Rate | Print in Schedule

Status Histony

Motifications
Cuwn arship
Mavigatar

Raturn to Home

Currency displays the current Base Currency information for the solicitation. If the solicitation was created
from New, the Base Currency would come from the user’s site as set up by the System Administrator. If a
solicitation was created by duplication or modification the Base Currency is brought forward from the
original document. If this is a modification to a solicitation then the Base Currency is not changeable.

According to the agency and your user profile you may be able to change currency information here. Any
exchange rate entered here will only be applicable to this document. It does not affect any rates entered
by the System Administrator.

Depending upon the document status and your access rights, the blue toolbar may include:

?? Set Currency Click to make changes to the currency information.
?? Add Click to display the Document Exchange Rate page to change or add
information.
NOTES:
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1

Click Submit
to save
vour dala.

Solicitation Information

Solicitation Mumber: BPDOO00L Status: In Progress Mumber of Hems: 1
“arsion: BASE Stage: Solicitation Total Amount: F0.00
Met Wiew:  Off

Currency

Ea=e Currency:
Frint Ba=ze Currency in Schedule?:

Prirmt Currency:

Setting Base Currency

Click Set Currency to make changes to the currency information. The following fields may be available:

?? Base Currency

?? Print Base

Currency in
Schedule?

?? Print Currency

NOTES:

Enter or select the lookup button and select from the list provided.

Select the checkbox to print the base currency in schedules.

Enter or use the lookup button to select from the list provided if other than the
base currency is to be printed. The selections for Print Currency are limited to
the document’s Base Currency and any Target Currencies that have been
added with Exchange Rates.
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Solicitation Infor mation

Solicitation Humber: BFL92004 Status: In FProgress Mumber of ltems: 1

Wersion: BASE Stage: Solicitation Total Amount: F0.00
& Het View: Off
Click Submit Dosumert Exchznge Rate
o save

vour darta. EBase Currency:  USD - US Dollar
Target Currency:
Exchange Rate:

Frint in Schedule:

Adding or Editing Exchange Rates

Click Add to display the Document Exchange Rate page add information. The following fields appear:

?? Base Currency The default currency will display.
?? Target Currency Select the lookup button to change the currency used. Select from the list.
?? Exchange Rate Any exchange rate entered here will only be applicable to this document. It

does not affect any rates entered by the System Administrator.
?? Print In Schedule Click the checkbox if you want the currency information to print.

On the Currency main page, select an exchange rate and click Edit to make changes to previously
entered information, or Delete to remove the exchange rate selected.

NOTES:
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Synopsis
Solicitation Infor mation
Solicitation
Solicitation Humber. BPD22004 Status: In Progress Humber of tems: 1
General YWarsion: BASE Stage: Solicitation Total Amount: F0.00
ltemsz Met View: Off

Supporting Docs

olicitation

Form Info

Currency Selact Submit Oate Action Code  Subject
D Synopsis I No Synopsis found.

Wendor

“Walidations
Foute Histony
Status Histony
Muotifications
Cunership

M avig atar

Return to Home

If the solicitation has been synopsized, the details will be displayed here. If not, the report will be No
Synopsis found.

The following options may appear on the blue toolbar:

?? Add

?? Edit

?? Delete

NOTES:

Click to add new synopsis information.

Click to change information on an existing synopsis if the synopsis has not
been transmitted. If the synopsis has been transmitted, the information will be
displayed as view only. No information can be changed and the synopsis
cannot be deleted.

Click to remove a synopsis. Once a synopsis has been transmitted it cannot
be deleted.

COMPUSEARCH — PRISM User Workbook



SOLICITATIONS

47

Yo

%

Click Submir
T SdvE
FOuF daia

Ection (o de I'Sq:--.--:qs‘i-:--w a

Subrazzion Date: (Mons)

Tranzrizwion Duin: (Mor)

'y
R oesta Dot EMN L
Clursfiaiicn Cada |:5 ﬂl.‘mm Suppling ped Dpices

mubjuei: |

Eorinct Fuirnka: |

Comregciing (Hffce & oness

Harra: g Pracemmant

sabdruad: [2350 Main Shast

Aiddresad: I

A |
Gy [Pladizss

aue: 2| zp pm

Adding a Synopsis

Click Add to add synopsis information to the solicitation. When it is completed, you can transmit it

electronically. The following fields will display:

?? Action Code

?? Submission/
Transmission
Date

?? Response Date

from document if entered).

?? Classification

Use the drop-down list to select the type of action for this synopsis.

A read-only field that is set when the synopsis is submitted for
transmission/transmitted

If Sources Sought, Presol Notice, or Mod to Presol Notice is selected under
Action Code, enter the date responses are due from the contractor (will prefill

Enter the classification code or use the lookup button and make a selection.

Code (will prefill from document if entered) A description of the items will then display.

?? Subject Enter a brief subject for the synopsis. This is a required field.

?? Solicitation #

NOTES:

Enter the solicitation #.

COMPUSEARCH — PRISM User Workbook



48 SOLICITATIONS
o .
o |
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?? Contact Points Enter the name, phone number, and email address for the primary point of
contact for the document. If the buyer and contracting officers’ information is
filled in, this field will prefill with that information. You can edit the field if
necessary.

?? Contracting Office Enter the Contracting Office or use the lookup button to select from the list. If a

Address selection is made, the address will be automatically generated. Changes can be
made for this solicitation and will not affect the PRISM database.

?? Contractor Will only be active for and Award Notice. You can manually enter the address or

Address click the lookup button and select from the list provided.

?? Web Link Enter the URL and the name of the document site. The URL is required.

?? EMail Enter the email address of the primary point of contact for any questions
regarding the synopsis. If an email address is entered a description is required.

NOTES:
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E D EEEEEEEEE———
Email
1 adzres: [Fa@enmp it sam ]

Dwsription: [roe amail
Click Swbmil
e save
your da e

Contract Information

semed |
Lires Eam #
Aamrd Onda: = [

Description

Stapler ﬂ

?? Contract Only active if Award Notice is selected. Enter the Award #, Award Amount, Line
Information Item #, and the Award Date. This information is required.

?? Description Enter a description of the item. This information is required.

When all information has been entered, click Submit to record your data, or Cancel to return to the
Synopsis page without saving your data.

PRISM will check the synopsis for required information and, if all required items have been entered, will
give you the option of transmitting the synopsis now. If Yes is selected the Transmit page will display.

NOTES:
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Please enter your billing information and click Transmit Now to send your synopsis.

1

Posting Account Code: I

Click Submit YR— I
to save
your data.
Transmit Mo | Transmit Later

The Posting Account Code field and Password field will prefill from the Posting Options selected under Site
Setup. The user can change these as necessary. If Transmit Now is selected, the synopsis will be queued
for transmission and the Submission Date field on the Synopsis page will be set to the current system
date. If Transmit Later is selected the information entered will be saved and the user will return to the
Synopsis of Solicitation page.

NOTES:
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Validations

icitation Infor mation

Solicitation
e Solicitation Humber: BPDO2004 Status: In Progress Humber of fems: 1

Saneral Wersion: BASE Stage: Solicitation Total Amount: $0.00
ltems Mt View:  Off
Form Info

Error Messages

Currency
Synopsis
Location  Message
Wendor
General  Type of Solicitation is required
I —vziidation: ]
Item: 1 Unit of issue is required

Route Histony
Status Histony

it Warning Messages

Cwnership
Location  Message
Mavigator

General  EDI- lssuing Office Mame andfor Address is missing
Return to Home

General EDI- Admin Office Hame andfor Address is missing

Item: 1 EDI- ProductSemice Code or Line tem Product is required

Item: 1 ltem Crescription is Required.

Totzal Errors: 2 Total Warnings: 4

Click Vvalidations to display a summary of the errors and warnings. Error messages must be corrected
before the document can be routed. Warnings are informational only and can be corrected at your
discretion. To correct either, click the hyperlink in the Location column. PRISM will return you to the
page where the error is located. After correcting the error or warning, click Validations again to correct

the next one or to test that your change fixed the problem. The following is an explanation of the column
headings.

?? Location: Designates where the problem is located. To move to the section, click the hyperlink under
the location in this column.

?? Message: The message describes the problem.
Releasing a Validated Solicitation
If your agency does not require a solicitation to be routed and approved prior to release, your solicitation
is now ready to release. Releasing the document will prevent any additional changes to be made. If any

changes are required, an amendment must be created. To release the document click Release on the
General page. A confirmation page will display. Click Yes to continue the release or No to cancel.

NOTES:
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Printing a Solicitation

To print an open solicitation, click View Form. Adobe Acrobat Reader will launch and a new browser
window will open displaying the form.

Thick COMTIBALT B & AT ]

SOLICITATION/CONTRACT s e 1 v T e
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O wn 0O e
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O srecen [ Lamcsm suserus SR, coRDERS
[ st asne weH EERSART) SAMALL S A
LABSCH, 40 L. AL, oL
[ sumes moses o
ST TAMON
e

7 ATRSRCY D B -.-I

Use the scroll bars to view the entire page. In a multiple page document, click the Next Page icon to see
the next page or the Previous Page icon to return to the previous page. When ready, select the printer
icon from the Acrobat Reader toolbar.

The Print dialog box will display. Select the range of pages you wish to print, then click OK. To return to
PRISM, close Acrobat Reader and the other browser window.

NOTE: If you elect to save the file to disk for later viewing/printing, you will get a confirmation window
when complete. Adobe Acrobat Reader will not launch.

NOTES:
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Routing a Solicitation
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After you have finished adding all of the information to the solicitation, and if your agency requires it, you
can route the solicitation for review and/or approval. To route the document, select General on the Menu,
then click Route on the toolbar.

PRISM will transfer your to the Create Route List page from which you can either select a Route List from
existing lists or you can create a new list especially for the current solicitation.

For further information on creating a Route List for your document, please see the Introduction Module.

NOTES:
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Recording Bids
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Vendor Responses

Click Vendor/Responses to display or enter the vendors who have responded to this solicitation. The
General Information page that displays contains much of the same information as the Vendor/Bidders List
General Information page. The following column headings are in addition to the information listed on the
Bidders List:

?? Bid Type

?? Date Received

?? Valid for (Days)

Indicates whether an alternate bid, no bid, or if blank a regular bid was
received.

Will fill with the current date but may be edited.

Will default to 60 days but can be edited.

Click Add Permanent, or Add Temporary to add a new vendor to the response list. Refer to Adding a
Vendor to the Bidders List. Click Add from Bidders List to add an additional bid from the Bidders List.

NOTES:
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To add additional responses from a vendor, click Add Additional or to change information already

recorded, click Edit on the toolbar to display the General Information page. This page contains a Menu, a
Bid Information, and a General Information section.

The Bid Information section contains basic information about this bid, similar to the Solicitation
Information section of the Vendor page. This information cannot be edited here.

The General Information section contains three sections, General, Notes and Vendor Text.

The Menu contains the following:

?? General

?? Notes

?? Vendor Text

NOTES:

Displays the General Summary section. Click Edit to make changes to the

information.

change this information.

Click Notes or Vendor Text to go directly to those sections. Click Edit to add or
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REspee Golictation fumber BPOOA004  Bid Tolal: 3000
Ganaial Wandor Cods 1
Ploles Plams: SBC Offics Supply

— S
Bid Summary i m

Supparbing Dacx

Rakum Sk | s P | Domeriptian | S5L Gumrtiby | BID Gty | SOL Exl Wrak Frica | BID Lidf Prie | SOL Amead | B1D Amaard |
n 1 | o ! 0 IJIJ! F2.00 !
?? Items Displays the items included in the bid. Select from the View drop-down list to

display the Solicited or Unsdlicited line items.
The blue toolbar may include:

?? Add Select the solicited item and click to add an item or set view to unsolicited and
click Add to add an unsolicited item.

?? Edit Select an item and click to edit.
?? Delete Select an item and click to delete.
NOTES:
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Response

General
Motes
Wendor Text

Items

Bid Information

Salicitation Number: BPD39004 Bid Total: $0.00
Wendor Code: 4
Mame: ABC Office Supply

Bid Surnrmary

I:. Bid Summary

Supporting Docs

Return

ftern Number | Description | Cluartity | Urit Price | Urit | Solicited | E=tirnated Armount

Grand Total: $0.00

?? Bid Summary

?? Supporting Docs

?? Return

NOTES:

Displays a summary of the bid.

Displays a list of all Attachments and Supporting Docs. Refer to the Supporting
Docs section of the Inbox, Preferences, and Documents manual.

Click to return to the Solicitations page.
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icn Information

Solicitation

Solicitation Mumber. CESRFQOD1 Status: Released Number of ltems: 2

General Wersion: BASE Stage: Released Award Total Amount: §7.550.00
Items Met Wiew: Off
Supporting Docs i
Form Info
Currency Status  Descr “endor Name Wersion Status Date
Synopsis Sent  Solicitation Corp Sofbware BASE 020401020 10:20 AW
Yandar Sent Solicitation FUBLIC BASE 02041999 10:29 Al

Bidder= List Sent Solicitation FUBLIC BASE 02/04M1999 10:38 Al

Responses

E. Hiztory I
Messages

Walidations
Route Histony
Status History
Mutifications
Cranership
Mawvigatar

Return to Home

Vendor History

Click Vendor/History to view a history of solicitations and bids sent via EDI.

Depending on the document status and your access rights, the blue toolbar may include:

?? Print Click to print the history.

NOTES:
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ation Infor mation

SuliciLatiars Solicitation Number: CSRFQOD1  Status: Released Humber of ltems: 2
General “ersion: BASE Stage: Releaszed Award Total Amount: F7,550.00
Items Met View: Off
Form Info
Currency O Received T gent & a
Synopsis
Wendor Selact Mews Sender Receiver Subject Date

Bidders List Mo hiessages found
Rezponses
Hiztory

I:. Mezzages I

Walidations
Route Histony
Status Histony
Maotifications
O e rzhip
Mawigator

Return to Home

Vendor Messages

Click Vendor/Messages to view a list of messages to and from EDI vendors. The Received, Sent, or All
radio button can be selected.

Depending on the document status and your access rights, the blue toolbar may include:

?? Compose Click to compose a message to a vendor.
?? View Click to open a message for review. The message can then be printed.
NOTES:
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Route History
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Route History: This section provides a complete history of a routed document. If a document has not
been routed, this section will appear blank. The following is an explanation of the column headings.

?? Version: There can be multiple versions of a document. A designation of Base indicates that it is the
original document. If amendments or modifications have been created, then the amendment or mod
number would appear.

?? From: This is the person sending the document.

?? To: This is the person the document is routed to.

?? Status: This designation documents the reviewer/approvers action. For example, if the person
approved the document, the status would be "Approved.”

?? Date: This is the date the document was routed or if the status is approved, disapproved or
reviewed, it is the date the action occurred.

?? Comments: A "Y" in this column indicates that comments were included. To view the comments for
a particular person, click "Y." The comments will be displayed in the Comments section below.

NOTES:
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Status History
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As a document progresses through the various statuses of In Progress, Pending, Approved, etc., the
Status History page will record the activity, the dates, and who was involved. From here you can tell when
a document originated, when it was approved, or even if it was ever reopened.

?? Status designations include:

7

??
”

333

In Progress: Documents that have been created or are in the process of being created and have
not been routed or released, or that have been reopened.

Pending: Documents that have been routed for approval and have not yet completed the route.
Pending Financial Approval: Agencies with interfaces to Financial Systems will display this status
when the document has completed the approval route and is awaiting Approval/Disapproval by
the Financial Office.

Approved: Documents that have successfully completed the route and were approved.
Disapproved: Documents that have been routed for approval and disapproved.

Released: Documents that have been approved and/or released to the next stage of
procurement.

Closed: Documents that have been closed out and are no longer available for further action.

NOTES:
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?? Version: There can be multiple versions of a document. A designation of Base indicates that it is the
original document. If amendments have been created, then the amendment number would appear.

?? Date: This is the date of the status change.

?? User ID: This identifies the user that affected the change in status.

NOTES:
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Notifications

Irfor rmation
Solicitation
— Solicitation Mumber. BPLS2004 Status: In Progress
General Version: BASE

Items Met View: Off

Stage: Solicitation

Supporting Docs

Form Info

From To Date Motification Message

Currency

Synopsis

Wendor

Walidations

Foute Histony

Statuz Histony
==
Cunerzhip

Mavigatar

Return to Home

Humber of ltems: 1
Total Amount: H0.00

PRISM automatically sends notification messages each time an event occurs. A complete record of all

notifications related to this document is kept in this section.

The following is an explanation of the column headings.
?? From: This is the person who sent the notification.

?? To: This is the person who received the notification.
?? Date: This is the date the notification was sent.

?? Message: This is the natification.

NOTES:
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Ownership
k ation Informati on
SDI'I-CI-t-a!-IPD Solicitation Humber: BPDE9QO0G Status: In Progress Humber of ltems: 1
Genaral Wersion: BASE Stage: Solicitation Total Amount: F0.00
ltems Het Wiew:  Off
Supporting Docs
i Share Docurmert
Currency Public Docurent Privilege: Mot Public
STopEs Shared User Access
Vendar
WValid ations
Route Histony
Statuz Histony
Meodtifications
Mawigatar
Return to Home

This section provides a summary of the access rights to this document. If no users have been designated
as having access rights, this section would be blank. The following is an explanation of the fields and
column headings.

?? Public Document Privilege: This setting designates how much access other system users have to this
document. When a document is created, PRISM defaults the public access to Not Public. That means
no one other than the originator and those individuals with whom he or she has shared rights can
access the document. Other public document privilege settings include Full Access and Ready Only.

?? Shared User: A specific user with whom you have shared access rights.

?? Access: The level of access granted to a shared user. Access levels include Full Access and Read
Only.

Depending upon the document status and your access rights, the blue toolbar may include:

?? Edit Opens the Document Shared Users page where you can modify the public
access setting as well as add, edit or change shared users to “no access”.

NOTES:
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Navigator

Navigator displays a complete record of all documents related to the current document. Examples of

Solicitatwn

Fangial
Hems
Supporting Cecx
Form irdo
Curranay
Burapsks
Mendar
Yalidatione
Rauts HEdory
Gz Hebam
Habicalians

Doainars ige

Rabim Lo Hama

Spledmian Mumbar BPLEEONG
Yeoion: BARIE

APP

Wz

Reguisition

1 ceni)

il st o Plan

[Hoens

Awward

[Hoens

Hoae)

¥ emue)

Ghatir In Fiograss
Stags: Saliotslion
HalWiam: O

Humher of ems 1

Tedal Amourt §000

related documents include advance procurement plans (APP), milestone plans, solicitations, awards, and
invoices. The actual documents can also be accessed through this section by clicking the hyperlink listed.
Depending upon the stage/status of the document being viewed and your access/authority level, you may

have full access.

NOTES:
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Duplicating a Solicitation

To duplicate a solicitation, select Create Solicitation on the Welcome page, then select Duplicate Existing
Solicitation, then click Submit. The Solicitation Selection page will display.

Solicitation #: I DiSD'-WI Cancel I

lssued Cate between: l (’; and I ﬂ’;

Sort by: I Solicitation # j Site: I Current Site ;I Max Results: I 100 'I Results per page: IT;I

Select Solicitation Number |ssued Date  Chwner Site.  Miew LI o
il 0178 hd att Smith [m=3- X

2 2 022872001 Michelle Jadsson CES ‘j“"

2 A2 0009001 Cizeo Cole css e

4 AN S0L-99002 Betty Jones CSS g

]} Ahy-50L-99003 Betty Jones =3 A

=] Ahy- 20000004 Betty Jones css 2

7 ]

Ahd- 20 L-00005 Marilin fdosson CES Y|

term Humber Description UserProduct Product Unit Guartity. Amount
1 stuft G140 $550.00

When creating a solicitation by duplicating an existing solicitation, you can search for a specific document
by entering its solicitation number or site in the appropriate field. You can further refine your search by
searching between certain dates. Once the information you desire to use has been entered, click Display.

?? Select Click this hyperlink to select the document and create the new solicitation by
duplication. All items will be included.

?? View LI To review a solicitation, click Y to display all items included in the selected
solicitation in the Items section. This selection is for review only.

Refer to the Creating a Solicitation from a Requisition to continue.

NOTES:
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Amending a Solicitation

crend rnent

Amendment Mumber |EIDDEIDS

Create | Cancel

Once a solicitation has been released, any changes that can be required must be done through an
amendment. To amend a solicitation, open the solicitation and click Amend on the toolbar. The Create
Amendment page will display. PRISM defaults with the next sequential number displayed. You can
manually edit this number or accept it by clicking Create. The Solicitation page will display and the
amendment number will be displayed in the Version field in the Solicitation Information section.

Note that when an amendment is created and the Solicitation page displays, PRISM defaults with Net

View ON selected. All of the original information will be displayed. If Net View Off is selected the original
information would not be displayed.

NOTES:
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itation Information

Solicitation Number. CSRFQO01 Status: In Progress Humber of tems: 2
Wersion: 000003 Stage: Amended Solicitation Total Amount: $7550.00
;, MetWiew: On

Click Submit

to save
your data.
Change Text
T — LIST OF CHANGES: E

Edit the solicitation as required. When complete, select the Change Text Edit button at the bottom of the
General Summary page. The Text page will display. Click Generate. PRISM will automatically create the
text indicating the changes made in this amendment. This text can be edited if necessary. Click Submit to
save the text.

Once created, route the document for approval if required and release. If additional changes are required
after release, another amendment must be created.

NOTES:
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Canceling a Solicitation
Canceling a Line Item on an In Progress Solicitation

Solizitation
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A complete solicitation or individual line items can be canceled depending on the document status. For In
Progress solicitations, only line items can be canceled. Entire In Progress contracts must be deleted. For

Released contracts, the entire contract can be canceled, but you must create a modification to cancel it.

To cancel an item on an In Progress solicitation, open the appropriate document and click Item on the
Menu. Select the item and click Change Status on the toolbar. The Change ltem Status page will open
with the Cancel option selected. Click Submit to continue. PRISM will reconfirm your action and then
return to the Items page where the status of the item will now be Canceled. If you want to reverse the
cancellation, click Change Status. The option on the Change Item Status page will now change to

Uncancel. Click Submit, PRISM will confirm, and then return to the Items page.

NOTES:
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Canceling an Entire Released Solicitation

Solieitation
SHGh |
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Once a solicitation has been released, it can be canceled if necessary. To cancel a released solicitation,
click Cancel on the toolbar. The Cancel Document page will display.

Vo

Bequiten amben ASRCGOIC00T  Slalr Relamd  Henberot beee O

Carcalng this raquisitizn wil decammi al eomendlad lusds and
rake thiz raquizifizn unzaitable for fursher precuiement aeliees.

Arg gau SWE You wart 1o eancel s mgusiian

] 6l

A warning message is displayed stating all funds will be deobligated. If you are positive you want to
cancel the document, click Yes. Click No to stop the cancellation process.

NOTES:
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Editing a Solicitation

Solicitations
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To edit an existing solicitation click Solicitations, Open Solicitation on the Menu. The Solicitation Selection

page will display.

NOTE: If you have recently used the solicitation you wish to open, it may display on the Welcome page

under Last Documents Accessed. If so, click the hyperlink there to open the document.

NOTES:
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Solicitation #: I Dizplay I Cancel I

&

lssued Date bebween: l (’r’/h and I ¢

Sortby:|50licitation#j Site:lCurrentSite ;I MaxResuHs:'WD 'I Results perpage: | 10 X
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The upper section of the page provides you with the tools you can use to change or refine your search.
After defining your search criteria, click Display and PRISM will return the solicitations that match. Click
the hyperlink to open the solicitation.

You can then edit the document as necessary.

NOTE Only solicitations that are In Progress can be edited. Once released a solicitation can only be
viewed or amended.

NOTES:
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Reference-Toolbars by Menu Options

SRR
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The following is a list of options that display on the Menu located to the left of the page. To access any
section, click on the page title.

General

This section provides an overview of the basic document data. Depending upon the document status and
your access rights, the blue toolbar may include:

?? Route

?? Change Route

?? Self Approve

NOTES:

Routes the document for review/approval. Prompts will guide you through the
process of creating a route list, entering notes, etc. The Change Route button does
not display when this button is present. Refer to Routing Lists section of the Inbox,
Preferences, and Documents Module for further information.

Allows you to change the current document route. The originator of the route can
add, delete or change the order of receipt for any user who has not yet received
the document. Reviewers/approvers can add people to the route, adjust the order
of receipt, or delete themselves. The Route button does not display when this
button is present.

This option is only available if you own the solicitation and have rights to approve
your document in your user profile. Click to go directly to the Validations page.
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SOLICITATIONS
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?? Release

?? View Form

?? Reopen

NOTES:

Releasing the document makes it available to move to the next stage of
procurement.

NOTE: Once the document is released, the Status in the Solicitation
Information area will change to Released. No changes can be made to a
released document. If changes are required, create an amendment. If you
have questions about how to handle a solicitation that may have been
released in error, see your System Administrator.

Displays the data on the agency's actual solicitation form. The document
can also be printed from this area. This option requires that Adobe
Acrobat Reader is installed on your hard drive. Acrobat reader is
available free from www.adobe.com. If you have questions about whether
it is installed or how to install it, see your System Administrator.

Changes an approved or disapproved document status back to In
Progress, or a Closed document back to its previous status so that
changes can be made. Reopened documents must be sent back through
the approval process.
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??

??

??

??

??

??

??

??

NOTES:

Solicitation

Additional Info

Text
Items
Supporing Docs
Farm Info
Currency
Synopsis
Yendor
“Yalidations
Route Histony
Status History
Motifications
Owunars hip
Mawvigator

Return to Home

I General

itation Infor mation

Solicitation Mumber: BRF-S0LZ Stage: Solicitation Mumber of tems: 1

Version: | BASE-In Progress | Met Wien: Off Total Amount: [h5.000,00

Number of Yendors Solicited: 0

Humber of Vendors Responded: 0
Requisition # 12

Date lssued: (None)
Type of Solicitation: (None)
Solicitation Procedure(FPOS): (None)
Anticipated Type of Cortract(FPOS) (None)
DOVDPAS: (Mone)
Depository: (Mone)

NAICS Code: (None)

Approve
Disapprove
Delete

Mark Reviewed

Amend

Cancel

Net View ON/Off

Closeout

Begins the approval process.

Begins the disapproval process.

Click to delete the document.

Allows you to mark the document reviewed so that it will continue its
route. It does not indicate that the document was either approved or
disapproved.

Refer to Amending a Solicitation.

Click to make the document unavailable for further procurement actions.
Click to turn Net View on or off in the Solicitation Summary section. Note
that with Net View off, only information contained in the current version

will display.

Refer to Closing Out a Solicitation.
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Delete 1y Change Status
Solicitation

Saaral itation Irfor ration

I Solicitation Number BPLR22004 Status: In Progress Humber of ltems: 1
Supporing Docs Wersion: BASE Stage: Solicitation Total Amount: H0.00
Farm Info Met Wiew: Off
Synopsis S
Vendaor Select tem Mumber Description Opt. Status Cuzrtity  Armourt ersion
Walidations u 1 Item Active u] F0.00 BASE
Foute Histony
Statuz Histony
Haotifications
Cwsniars hip
Mawvigator
Return to Home

ltems

This section displays all data related to the line items. Depending upon the document status and your
access rights, the blue toolbar may include:

?? Add

?? Edit

?? Open

?? Delete

?? Copy

?? Renumber

NOTES:

Opens the Items page where you can select the method of adding a line
item. (New, from Requisition, Duplication)

Opens the Item Summary page where you can edit the selected line item.

Opens the Item Summary page in a read-only format. This button does not
display when the Edit button is present.

Deletes the selected line item.
Copies the selected line item. Helpful for speeding the process of entering
line items with similar characteristics. After the line item has been copied, it

can be edited as needed.

Opens a page where line items can be renumbered.
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Change Status

Solicitation

General

I Solicitation Number BPLR22004 Status: In Progress Humber of ltems: 1

Supporing Docs Wersion: BASE Stage: Solicitation Total Amount: H0.00
Farm Info Met Wiew: Off
Currency

¢ tterms
Synopsis
Vendaor Select tem Mumber Description Opt. Status Cuzrtity  Armourt ersion
Validations u 1 Item Active u] F0.00 BASE

Foute Histony
Statuz Histony
Haotifications
Cwsniars hip
Mawvigator

Return to Home

?? Change Status Changes the status of the selected line item. Status designations include:
Item Active: Indicates that item is available for further procurement action.

Canceled: Decommits or unencumbers funds associated with the line item
and prevents further procurement action.

Note: Suspended or canceled line items can be unsuspended or
uncanceled by selecting the line item and clicking Change Status on the
toolbar.

?? View Form Displays the data on the agency's actual contract form. The document can
also be printed from this area. This option requires that Adobe Acrobat
Reader is installed on your hard drive. Acrobat reader is available free from
www.adobe.com. If you have questions about whether it is installed or how
to install it, see your System Administrator.

NOTES:
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Vendor
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Click to display the following choices:

?? Bidders List: Click to display a list of the solicited vendors. Depending upon the document status and
your access rights, the blue toolbar may include:

?? Add

7

7

NOTES:

Edit

EDI

Issue

Delete

Opens the Add Vendor Options page which provides access to the Vendor
Selection page where you can select a vendor from the PRISM database.
Once the vendor is selected, the vendor will appear in the General
Information section of this page. Note: There is not a hyperlink under the
vendor code as there is for Temporary Vendors (see Add Temporary
below). This vendor information cannot be edited.

Only temporary vendors can be edited. Opens the selected vendor's detail
page where you can edit or review the temporary vendor's information.

This button appears after the solicitation has been released and if there
are EDI vendors included. Click to open the Send Document-EDI page.
Specific vendors or all EDI vendors can be selected.

After the solicitation has been released, will issue it to the vendor list.

Deletes the selected vendor. This only deletes the vendor from the
document and does not affect the PRISM vendor database.
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?? Responses: Click to display a list of responding vendors.
Depending upon the document status and your access rights, the blue toolbar may include:

?? Add Permanent Click to add a vendor from the permanent vendor list.

?? Add Temporary If a vendor does not exist in the PRISM vendor database, the vendor can be
entered as a temporary. That means the vendor information would only be
available for this document and would not affect the PRISM vendor database.
Refer to Add a Temporary Vendor.

?? Add from Bidders Click to add a vendor from the Bidders List.

List
?? Add Additional Click to add an additional bid received from the selected vendor.
?? Edit Click to edit information about the selected vendor or bid.
?? Delete Click to delete the selected bid.
?? Evaluate Click to display an evaluation of all bids.
NOTES:
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: =tion Information
Solicitation S
e —— Solicitation Number: BFDO004 Status: In Progress Number of ltems: 1
Ganeral Wersion: BASE Stage: Solicitation Total Amount: $0.00
Hems Net View:  Off
I Supporting Docs
Eareniite Supporting Documents
Currency Attachments
Synopsis Select Subject Reg'd Appr'd Aftachmert # Locked File NamedException “ersion
Veandar 5
Supporting Documents
Walid ations
5 : : % 7 s

Route Histary Select Subject Reg'd Appr'd Locked File Mame/Exception ‘ersion
Status Histone
Naotifications
Dhunership
Hawigator
Return to Home

Supporting Docs

Displays a list of all attachments and supporting documents. Depending upon the document status and
your access rights, the blue toolbar may include:

?? Add

?? ChecklIn

?? Check Out

NOTES:

Adds an attachment or supporting document to this procurement document
file.

Returns a document that had been checked out to the PRISM database and
makes it available for editing by other users. To check in a document, click
Check In and follow the prompts.

Makes a copy of the selected supporting document or attachment and saves
it to your computer. PRISM does not allow changes to the attachments or
supporting documents stored in the database. If a change is required, the
document must first be checked out. What this means is that PRISM will
make a copy of the attached file or supporting document and save it to your
hard drive. Once the change is made to the checked out version, the file must
be checked in. PRISM maintains an audit trail of when the document is edited
and by whom. Only one person at a time can check out a document. When a
document is checked out, it is put into a locked state. That means another
user can view it, but they can't check it out and make changes until it is
checked back in again. To check out an attachment or supporting document,
select the document and click Check Out.
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?? View

?? Delete

?? Detail

?? Approval

NOTES:

Route Histony
Status Histons
Naotifications
Cwnerzhip
Mawigator

Return to Home

Solicitation
e Saoligitation Mumber: BP 29004 Status: In Prograss Humber of tems: 1
Feneral Wersion: BASE Stage: Solicitation Teotal Amount: F0.00
ltems= Met View: Off
I Supporting Docs
s e Supporting Documents
Currency Attachments
Synopsiz Select Subject Regq'd Appr'd Attschriert # Locked File Namef/Exception Wersion
“endar 5
Supporting Documents
Walidationsz

tztion Information

Select Subject Reg'd Appr'd Locked File MamelException “ersion

Launches the application that created the attachment or supporting document
so that it can be viewed or printed. For example, if the supporting document
was a MS Word file, PRISM would launch MS Word and open the file. The
document can also be printed at this time. If the associated application is not
available on your computer, you will not be able to view it. To view a
document, select it and click View.

It is important to note that any changes made to the document while viewing
will not be reflected in the version attached to the procurement document. To
make changes to the attached file, you must use the Check Out and Check In
options.

Deletes the selected supporting document and removes all record of it from
the database. To delete the file, select it and click Delete.

Opens the Details page where information such as the document description,
whether it is required or not, exceptions, etc., can be viewed or edited.

Opens the Approve Document page where the selected document can be
marked as approved.
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General

tems

Solicitation Number: BFDE2004 Status: In Progress Mumber of ltems: 1
Wersion: BASE Stage: Solicitation Total Amount: $0.00
Met Wiew: Off

I:. Supporting Docs

Form Info
Currency
Synopsis
Wendar
Validations
Foute Hiztone
Status Historny
Motifications
Cruner=hip
Mavigatar

Return to Home

Supporting Documerts

Attachments
Select Subject Reg'd Appr'd Aftachment # Locked File NamelException “ersion
Supporting Documents

Select Subject Reqg'd Appr'd Locked File Name/Exception “ersion

?? Sequence

?? Unlock

?? Convert

NOTES:

Opens the Resequence page where you can edit or review the sequencing of
attachments. Supporting documents are not sequenced.

Unlocks a document that is checked out and makes it available to other users
for editing. This can only be done by a System Administrator.

Changes the designation of the selected document from attachment to
supporting document or supporting document to attachment. The document
will move to the correct section of the page.
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